Record Retention Guidelines

	Records
	Retention Periods


Audit reports





Permanent

Bank deposit slips




6 years*

Bank statements




6 years*

Canceled checks




3 years*

Contracts and leases 



Permanent

Corporate stock records



Permanent

Daily sales records




3 years*

Depreciation schedules



Life of asset, plus 3 years

Employee records




Period of employment, plus 3 years

Employee time cards




3 years*

Entertainment records



6 years*

Expense reports




6 years*

Financial statements




Permanent

General ledger and journals 


Permanent

Inventory records




3 years*

Minutes of meetings




Life of company

Paid vendor invoices




3 years*

Real estate records




Permanent

Tax returns and supporting documentation
Permanent

Tax and legal correspondence


Permanent

*  From tax return due date or filing date, plus any amended returns, whichever is later.

______________________________________________________________________________

Source:  Guide to Installing Microcomputer Accounting Systems, Practitioners Publishing Company, Third Edition.  Reprinted with permission.







